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Select Alphabetically allows you to select 
individual libraries from a drop down list (based 
on the database selected at setup).  You can use 
‘Select Alphabetically’ at anytime when on the 
libraries tab. 
 
In the following example, you are going to select 
several libraries from a state dataset. 
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From the Libraries Tab, select the 
“Setup” Icon. 
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From the setup screen select a database 
from the dropdown window.  For example 
FSCS, PLA or an individual State Dataset. 
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In this example you have selected 
California as your Database.  After you 
have selected a database, click on the 
‘Next’ button at the bottom of the page. 
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This returns you to the “Select 
Libraries” screen. Here you will 
click on the “Select Alphabetically” 
button. 
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The “Select Libraries Alphabetically” 
will appear.  Since you selected 
California at Setup, California 
displays in the Select State box, and 
the individual libraries will appear in 
the “Available Libraries” box. 
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To select libraries individually, hold 
down your CNTRL key and move 
through the list and select the libraries 
you want to use. 
 
The key is keeping your control key 
held down and moving through the list 
and selecting those libraries you want 
to use. 
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To delete a selection that you no 
longer want, keep the CNTRL 
key down and click on the 
highlighted library.  The 
Highlight will then disappear. 
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You will see that Belvedere-Tiburon 
Library is no longer selected. 
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To accept a “block” of libraries, use 
the “Shift Key”.  For example if you 
wanted all the libraries between A.K 
Smiley Public Library and Azusa 
City Library, highlight the first 
library in the block. 
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Keeping your “Shift Key” held 
down, move your mouse to the last 
library in the block you want to 
select and click it.  This will 
highlight the entire block. 
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You can select a block, and then 
hold down your “Control Key” and 
select individual libraries.  You have 
selected the block A.K Smiley 
through Azusa and have also 
selected the Benicia Public Library. 
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After you have selected all the 
libraries you want to use, click on 
the ‘Accept Highlighted 
Libraries’ button. 
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This will bring the selected libraries into 
the “Selected Libraries’ box.  If you 
need to add additional libraries, you 
may click on the ‘Select Alphabetically’ 
button again, and choose from the 
available libraries. 
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If you need to delete libraries, you 
may choose to delete all the 
selected libraries or you can hold 
down your ‘Control-Key’ and 
individually select libraries, and 
then click on the ‘Delete Selected’ 
button. 
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After you have selected your list 
of libraries, click on the next 
button at the bottom of the page. 
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This will bring you to the data tab.  Here 
you have the option of choosing from 
several data elements based on the 
database selected at setup. 
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Select the data element(s) that you 
want to use to compare with your 
libraries selected in the previous 
screen. 
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After you have selected the data 
element(s), choose from the 
‘Available Years’ the years you 
want to view. 
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1. In your selection process, if you have 
selected multiple libraries and 
multiple data elements, you can only 
select one year from the available 
years list. 

 
2. If you select multiple libraries and 

only one data element you can select 
multiple years. 

 
3. If you select only one library you can 

select multiple data elements and 
multiple years. 

 
We have used option #2 in this example. 
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Once you have selected your data 
elements and years, click ‘Next’ at 
the bottom of the page. 
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The formatting page will appear.  
You can choose to view your results 
in a graph or table format. 
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You can choose to group by libraries, data 
elements, or years from the drop down 
window.  You also have other formatting 
options (Sort By, Color, Scheme, Graph 
Type, etc.). 
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Click ‘Next’ when you are finished with 
your formatting options. 
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The results tab will display your graph 
(or table) according to your  formatting 
specifications. 
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The Series Legend is located outside 
your graph.  To move it inside your 
graph, click on the “Series Legend” 
and hold down your mouse button 
and move it to the desired location in 
your graph. 
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The Series Legend is now part of the 
graph.  In this example, it was placed 
at the bottom of the graph. 
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Save the 
Graph 

Zoom Print Copy to 
Clipboard 

Change 
Graph Type 
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Using the Libraries, Data, or Format 
tabs, you can return and change selected 
criteria. 
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